CREATING A REQUISITION FOR
NON-QPA GOODS & SERVICES

Create a “Special Request” Requisition

This guide is to be used when an item or service is not in the PeopleSoft catalog or when an item

that should be in the Search Catalog function is not available. This guide only covers the creation
of the requisition.

Menu Navigation:
» eProcurement
» Create Requisition

Upon navigation you will come to the screen shown below. Notice that the step of process of
creating a requisition is noted in yellow.
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Define Requisition

At the Define Requisition screen you are able to change or add several fields:

1. Business Unit

2. Requestor

3. Requisition Name

4. Line Defaults (Chartfields)
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Next you may need to edit items under the Line Defaults section. These items are:

5. Accounting Defaults (Chartfields)
6. Ship To location
7. Due Date (not required)
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5. Accounting Defaults (Chartfields)
Edit if necessary all Chartfields as required by your agency. This includes but is not

limited to: Location, GL Unit, Fund, Account, Program, Dept, Bud Ref (fiscal year of
purchase) and Class (always 0)



6. Ship To Location
Click on the magnifying glass icon next to the Ship To field. A new page will open where
you can search for and identify the appropriate Ship To code. In the Ship To Location
field enter the 3-digit agency number, and click the Look Up button to be given a listing of
all your agency Ship To locations.
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7. Due Date (not required field)
Enter date in MM/DD/YYYY format if needed or use the little calendar page icon to the
right of the field for entry of the date.

Once all items 1 through 7 have been entered click the yellow Continue button to proceed to
create the non-QPA item to be purchased.



Add Items and Services

Once you have gotten to the Add Items and Services screen you will need to select the tab titled
Special Request. You will see the screen below allowing you to select one of four options. The
only option you should use is Special Item. This option is used for both goods and services.
After choosing this option you will be able to enter all the information about the item or service
you will be purchasing.
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Once you have clicked the Special Item link you will see the page below and you will need to
complete several pieces of information about the item you are wanting to purchase.

The information you will need to complete are:

8. Item Description

9. Price

10. Quantity

11. Unit of Measure

12. Category

13. Due Date (not required)

14. Additional Information (not required)
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8. Item Description

This line is to contain a brief description of the good or service being requested. If you
have additional information on the good or service to be provided to the vendor, this can
be placed in the Additional Information section.

9. Price
Enter the estimated price for the good or service being requested.

10. Quantity

Enter the number of each good or service you are requesting. If you intend to make the

purchase order “Amount Only”, then enter a quantity of one with an appropriate unit of
measure.



11. Unit of Measure
Enter the unit of measure specific to the good or service being requested.

If you are not sure of the unit of measure to choose, you can click the magnifying glass to the
right of the Unit of Measure section to be taken to the search screen as shown below. Search the
values in the list that is displayed for the unit of measure you need. You must choose a unit of
measure from the approved list or it will cause an error.
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12. Category
Enter the Category code; this is also known as the United Nations Standard Products and
Services Code (UNSPSC). If you know your eight (8) digit UNSPSC code for the good or
service, enter it. If you do not know the correct UNSPSC code, you should click the
magnifying glass to the right of this section. You will see the following screen.
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Click on the most appropriate choice based on the item/service being purchased.
It may be helpful to sort the description column (click on Description). Go to
Www.unspsc.org to see the entire description or to search outside of

PeopleSoft. The UNSPSC code does drive the Account number defaulted on the
line and whether or not the item is automatically signified as an Asset.
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13. Due Date
Enter the date the goods/services are to be delivered. You can either enter the date in
the required space in the format of MM/DD/YYYY (2 digit month and 2 digit date and 4
digit year, i.e. 01/01/1900) or you can search for a due date by clicking on the date page
icon to the right of this section.

14. Additional Information
This section allows you to place any necessary line information that is to be printed on
the requisition or the RFQ concerning the good or service. If you want the information to
be placed on the requisition or RFQ as a line comment, you must check the Send to
Vendor box. Otherwise, the comment only shows up on the requisition if no line
comment is entered. You can check the spelling of your comment by clicking on the
book with the check mark icon to the right of the comment box.

NOTE: Do not select a vendor or manufacturer information at this time. You will select the
vendor at the Purchase Order creation and RFQ steps.

Once you have completed all the fields you require for your good or service, you can click either
the Add Item or Add and Start New Type button to add the item to the requisition. If you only
need this one item, choose Add Item. If you need more items, choose the Add and Start New
Type option and complete the previous steps for each item you need added to the requisition.

Once all the items have been added to your requisition you will need to click on the Review and

Submit link to: review all information, make changes, budget check, save and submit the
requisition to the approval workflow.
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Review and Submit

At the Review and Submit screen you are able to complete several tasks on the requisition
including final submission to the approval workflow.

These tasks include:

15. Adding Line Comments

16. Modify Line/Shipping/Accounting information
17. Choose Requisition Type

18. Add justification comments for requisition
19. Check requisition budget

20. Add more items to requisition

21. Cancel requisition

22. Save & preview approvals

23. Save & Submit requisition to workflow
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15. Adding Line Comments

To add line comments (if not added as an Additional Information when creating item),
click on the Comments icon to open the Line Comments screen. If the comments are

needed on the requisition, RFQ or Purchase, order please make sure the Send to
Vendor box is checked.
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If you need to add attachments to the requisition

Click on the Add Attachment button and you will see the screen below that will allow you to
search your computer for the attachment. Click the browse button (this will bring up your
Windows menu) to search for the file you want to add as an attachment. Highlight the document
name and click open, this will transfer the document to the browse line. Once the file is listed in
the browse line, click the Upload button to add the attachment to the requisition.
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Once you have uploaded the file you will be returned to this screen. This screen shows you the
file as an attachment to the requisition. If you are done and do not want the attachment sent to
the vendor or added to the RFQ or Purchase Order, you do not need to check the Send to
Vendor box for the attachment. If you are done with adding attachments and line comments, click
the OK button to continue and be taken back to the Review and Submit screen.
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Verifying Asset information on the Requisition Line

This should be verified (line by line) on the Review & Submit panel through opening the line
details (yellow triangle to the left of the line), then clicking on the Asset Information tab under
Accounting Lines as shown in the panels below.
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<

< | »

@ Done ‘j Local intranet

14 start @ m
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<Al Create Requisition - Microsoft Internet Explorer

File Edit Wiew Favorites Took Help ?

@Back @ "J @ @ \4_;] pSearch *Favuntes @ E&zv :\; - I_J .‘ﬁ

Links

Address |@ eProcurement#ECPP. SCPTFname=EPCO_EPROCUREMENT&FolderPath=PORTAL_ROOT_OBIECT EPCO_EPROCUREMENT EP_PY_REQ_ENTRY_GEL#JsFolder=false % S

Sand Box

B
e T, [ e P e .

Home

Requisition Lines

Line Description Vendor Name
<M ! RotoTiller 10000 Each 525,000 525000 B 02
Consolidate with other Reqs Override Suggested Vendor
Shipping Line: 1 Due Date:  |10/31/2009 [ Quantity: |1.0000 EHE]

Status: Active *Ship To: N61FACH &[] Modify Shipping Address

Attention: |Geer Jeania-061

*Distribute by: SpeedChart: Q

Customize | Find | “ie
T Agset Information

oooet (53407 QL

Gelect Al Deselect All

N

|—+‘V Add to favorites | |_.:'.MUd\fyLineIShippiﬂgﬁ’Accuuntmg | EDe\etel

‘Requisition Type:  Small Purchase ~
Justification/Comments
|T|Herfnruse by Grounds Maintenance | &) 2
< ' B
@ Done ‘d Local intranet

f‘.i' start o Inbox

The definition of an Asset Management asset is a capital asset purchase (or lease) where the
total cost is $500 or more (single line item) and the expected life is one year or longer.

Purchases of assets are not required to go to Asset Management if the cost is less than $500
(single line item), unless the agency has extended this to include certain items of a lesser value.
For example, the Indiana State Police would like to track firearms under the amount of $500 and
can mark them as assets on the requisition/purchase order.

If a Requisitioner does not want an item to remain an asset, then he/she should remove the AM
Business Unit and Profile ID on each line of the requisition (as needed). The Requisitioner can
also make an item an asset that is not automatically set as one (through the UNSPSC code
chosen) by adding the AM Business Unit and Profile ID on each line of the requisition (as
needed).

Once the AM Business Unit and Profile are removed from the requisition line, it will not show as
an asset on the corresponding purchase order line.
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16. Modify Line/Shipping/Accounting information

You must confirm the shipping and accounting (Chartfields) information for each line of
the requisition. You must select each line to be modified before clicking this link. To
copy the Chartfields from step 1 of the process click the Load Values From Defaults and

all Chartfields will be populated from your defaults entered during the Define Requisition
stage..

This is where you can add multiple distribution lines on the requisition by
clicking the plus button at the end of the first row.

3 Create Requisition, - Microsoft Internet Explorer

File Edit Wiew Favorites Toaols Help

A, — n ~ T
o ) ) = A2 FH - 34
Qu - © W [@ G Psewn feroons @ (- L 3
Address |@ Q_EMTRY,GBL?FolderPath=PORTAL_ROOT_OBIECT.EPCO_EPROCUREMENT.EP_PY_REQ_EMTRY_GBL&IsFolder=False2danoreParamTempl=FolderPath%2clsFalder '-) Go Links @ -
~ Sand Box
Home
EQ

Create Requisition

Modify Line / Shipping / Accounting

Note: The information below does not reflect the data in the selected requisition lines. When the *Apply' button is clicked, the
data entered on this page will replace the data in the corresponding fields on the selected lines.

vendori: [ ]Q vendorLocation: [ |Q
T e W e

ShipTo:  [061PROG Q [=] Modify Shipping Address
Due Date: | 10/31/2008 ) mtention: | |

Accounting Information
Chartfields1 '  Detals | AssetInformation

Percent GL Unit Fund Object Program Dept Bud Ref EE“BUS Project Activity 153;1);09 Subcategoery Product
1| ][ oomsra [roseo jou [ |Q 16000 jo [oss0ss | 200 [ Q| ja | al Ja[ [ e

Load Yalues From Defaulls

Apply Cancel

& Inbox

Requisition - .., & 5.9 Training

17



Once you have made all corrections or modifications to the Ship To and Chartfields you will be
taken to the following screen.

At this screen you have three (3) options to choose: 1) to have the changes affect all requisition
lines mark “All Distribution Lines” 2) to have the changes affect only the requisition lines chosen
before making the changes select “Matching Distribution Lines” 3) if you have made multiple
changes to the Chartfields and want to replace the old information with the new, choose “Replace
Distribution Lines”.

Click OK and you will be returned to the Review and Submit screen and all changes will be
applied to the lines as you have noted.

2 P¥ Requisitions - Microsoft Internet Explorer _(&]x]

File Edit Wiew Favorites Toaols Help | :;'

@Back - d = d @ _b | f._) Search \i‘(Favnrites €}| A~ :; - _J 3

Address [{&] http:{devFin.gmis.in.gov/psp/Fsup L [EMPLOVEE /ERPfcPy_MATN_MENL.PY_REQUISITIONS GBL?Page=P¥_REQ_FORMEAction=U

ORACLE’

Home

EQ

Distribution Change Options

For the selected reguisition lines, apply distibution changes to

& A Distribution Lines

Apply changes {o all existing distribution lines

s Matching Distribution Lines

Apply changes to each existing distribution line by matching the distribution line numbers

" Replace Distribution Lines

Remove the existing distribution lines and replace with the distribution lines changes.

oK | Cancel |

|:&] pone ’_ ’_I_I_’_ & Internet
Iﬁstartl (CREN"-] [ Iniba: - Micrasoft Gutlook | ey isitions - Micr... ] Documentl - Microsaft .., I R TR IR = | g 1 t:m0PM

17. Choose Requisition Type
Click the drop down arrow to select the type of requisition this is. This is a required field.

18. Add justification comments for requisition
Click inside the justification box and enter all justification information for this requisition.
This could include but is not limited to why using out of state vendor, purchasing outside
current QPA, and why this item is needed. This information can be added to the RFQ
and Purchase Order if needed by checking the Send to Vendor box, otherwise this
justification is only placed on the requisition.
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19.

20.

21.

22.

Check requisition budget
Clicking the Check Budget button will budget check your requisition and pre-encumber
the funds. This step is not necessary to save and submit the requisition to workflow,
please check with your agency as to when this step should be done. Budget checking
can be completed at the Manage Requisition screen at a later time.

Find more items link
This link takes you directly back to the Add Items and Services step of the requisition, so
additional item or services can be added to the requisition.

Cancel requisition
Clicking the Cancel requisition button before saving or submitting will remove the
information about the requisition being created from the system. If you have saved the
requisition, you will only cancel the changes to the requisition if there are any. To cancel
the requisition if previously saved, you must go to the Manage Requisition screen.

Save & preview approvals
Clicking the Save & preview approvals button will take you to the screen shown below.
This allows you to save without submitting the requisition to the approval workflow and
review a summary of the requisition. This screen provides your requisition number (for
later use), requisition name, justification and if the requisition has been budget checked
and to see a preview of who is in the approval workflow.

From this screen you can submit the requisition to the approval workflow, edit the
requisition if necessary, or budget check the requisition if you want.
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<Al Create Requisition - Microsoft Internet Explorer
File Edit Wiew Favorites  Tools  Help #

@Back @ "J @ @ \’_h pSearch *Favuntes @ E&?v ,\’_\; - I_J .ﬁ

Address |@ ©_EMTRY.GEL?FolderPath=PORTAL_ROOT_OBIECT.ERCO_EPROCUREMENT.EP_PV_RECQ_ENTRY_GEL&IsFolder=falseédgnoreParamTempl=FolderPath%:2cIsFolder

Go Links

Sand Box

=~ ePracurement
I» Buyer Center

>

Confirmation

— Create Re on

— Manage Reguisitions
— Approve Reguigitions
— Receive lterns
- Reports
~ Adminisler Procurement Requisition Name: Staples
— My Profile
— Procurement Training & Requisition 1D: 0000006358

Resourc

I Serices Procurement Business Unit: ooos1

[ Sourcing Priority: Medium Justification:

[> Grants Copier paper for buyers

[> Project Costing Budget Status: Mot Checked

[ Accounts Payable

v st e INARF/PEN/On Behalf of Review
[ Banking

[» Gommitment Conirol it

i < Staples:Initiated [F]start Mew Path

[» SCM Integrations S01_0BO

[» Bet Up Financials/Supply
Chain

[ Enterprise Components

[» Government Resource
Directary

[ Warklist

I> Tree Manager Procurement Agent

[» Reporting Toals

[> PeopleTools = Staples:Initiated [F]5tart Mew Path

— Tax Center

— Change bly Password

— My Personalizations Not Routed

— by Svstem Profile - = bultiple Approvers

— My Dictionary B P\NVF_SOI_PROCUREMENT_AGENT e

@ =] ‘j Local intranet
14 Start @ b

3 Create Requisition, - Microsoft Internet Explorer

Requested For: GeerJeania-081 Mumber of Lines: 1

Not Routed

SOI_PRCAGENT

%
[<

File Edit Wiew Favorites  Tools  Help ?

@Back - \_) @ @ \:;j pSearch \;\\?Favor\tes @ D’:%v :\ﬁ © I_J .‘3

Address @Q_ENTR\'.GEL?FolderPath=PORTF\L_ROOT_OEJECT.EPCO_EPROCUREMENT.EP_P\-'_REQ_ENTR\"_GBL&IsFoIder=FaIse&]gnoreParamTEmp\=F0IderPath°f02cIsFDIder b '-) Go Links @ &

Sand Box

<~ eProcuremant ~ [ gy e | 7
[> Buyer Center ) | =5
— Manage Requisitions
~ Appiove Reuisitions Procurement Agent
— Receive ltems =
— Renorts = Staples:Initiated [#]start Mew Path
— Administer Procurernent 501 PRCAGENT
— My Profile -

— Pracurernent Training & Not Routed
Resoure . Multiple Aporovers [+

[» Services Procurement [ PW’\!F_SOI_PROCUREMENT_AGENT

[» Sourcing

I Grants

 [PIE i CEsiD) Division Approval

[> Accounts Payahle

[ Asset Managerment it T

b Banking ~ Staples:Initiated [F]5tart Wew Path

> Commitment Control Division Approval

I» General Ledger

> SCM Integrations Hot e pery

> Set Up Financialsiguppl ALt R i
Chalnp Y gency Dept Level 1

I Enterptise Components

> Government Resource
Directary Submit I Edit Reguisition | SR El G ES: Check Budget

[ Worklist

[> Tree Manager

[» Reporting Tools

[» PeopleTools

— Tax Center

— Change hiy Password

— My Personalizations

— My Systern Profile

— My Dictionary

Yiews printable version Manage Reguisitions Create Mew Reguisition

3
£

@ & ‘a Local intranet
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23. Save and Submit requisition to workflow
Clicking the Save & submit button will place the requisition into your agency’s approval
workflow. You will be taken to a similar screen as shown in the prior section. At this
point you have the option to edit the requisition and budget check if you did not do this
step prior to saving and submitting. You can access the Manage Requisitions screen to
review the requisition and its status by clicking on the Manage Requisitions link.

Manage Requisitions

Once the requisition has been saved and submitted to the workflow process you will need to
navigate to the Manage Requisition screen to budget check (if not completed prior) and to see if
the requisition has been approved and is ready for further processing.

Menu Navigation:
> eProcurement
> Manage Requisitions

When the Manage Requisitions screen opens, locate your requisition by searching or sorting the
list as needed. You can search by several pieces of information.

The information you can search by are:

24. Business Unit

25. Requisition Name
26. Requisition ID
27. Date range

28. Requestor

29. PO ID
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‘A Manage Requisitions - Microsoft Internet Explorer
| >
il

File Edit Wiew Favorites Tools  Help

@Back - J - d @ Lh | f/) S *Favnrites €)| [:.f;:- :_\; - J 3

Address [&] http:idevfin.gmis.in.gov/psp/Fsup L {EMPLOYEE /ERF/c/PY_MAIN_MENU.PY_REQ_STATUS. GBL?FolderPath=PORTAL_ROOT_OBJECT.EPCO_EPROCUREMENT.EP_| ™| Go

Links > | &y -

ORACLE’

=

Dew Window | Help | Customize Page | o5 =

Manage Requisitions

=

To locate requisitions, editthe criteria below and click the Search buttan

Business Unit:  |00800 [} Requisition Name: |

Requisition ID: Q Request Status: Al but Complete 'l Budget Status: -

Date From: 020142007 [H Date To: 02222007
Requester: Entered By: Q PO ID: ﬁ

Search I Clear I

To view the lifespan and line items for a reguisition, click the Expand triangle icon: [+
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Reg Il Reaquisition D/ Mame =19} Date Status Budget Total
> pODOODODOZ  DONOOODOO3 00800 02/07/2007  Approved  alid 1 SQUSDIWIEI
I 000000000z 0000000002 oozon 02/01/2007  Open Mot 10 DDUSD'WEI
Chk'd
I*  pooogoooD1 0000000001 oozon 02/01/2007  Open gﬁ}(‘d 10 DDUSD'WEI

Create Mew Reguisition  [nguire Change Reguest Inquire Receipts  Reguisition Repord

B I i
B e, G G G R T B[ [@neme
& start| [cley-] &) 1oz - Microsoft outlook | B Req from non QPA items ... |[£7 Manage Requisitions ... AL e iy ) i |« 2 12:25 PM
The Manage Requisitions screen gives several pieces of information on the requisition and also

allows the user to access other screens that will allow other functions. The information provided
on this screen is:

30. Req ID

31. Requisition ID/Name

32. BU (Business unit)

33. Date

34. Status

35. Budget

36. Total

37. Requisition report

38. Additional actions that can be completed on requisition

Clicking on the blue names for fields 30 to 36 will place the requisitions in numerical or
alphabetical order.
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ions - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

@Back - O e E @ ;b|pﬁearch *Favnrites @| D}Bv ; 2] - J .ﬁ

fddress @ hittp: felefin. gmis.in. gov psp|Fsup L EMPLOYEE JERP{c {PY_MATN_MENI.PY_REQ_STATLIS. GBL ?FldetPath=PORTAL_ROOT_ORIECT.EPCO_FPROCUREMENT.EP_I v | [E] Go

Mew Window | Help | Customize Page | =

Manage Requisitions

.
To locate requisitions, editthe criteria below and click the Search button
Business Unit: |00200 Q Requisition Name: |

Requisition ID: &} Request Status: Al but Camplete 'I Budget Status: -
Date From: 0210142007 E Date To: 025222007 [#]

Requester: Q Entered By: Q. POID: Q
Search | Clear |

To i e lifespan and lin < for & requisition, he Ex| triangle i [
Toe perfarm another a, on a requisition, m, sele rom the dropdor and click
Reg D Beguisition D/ Mame =in) ate Statls Budiet otal

I Q00000000% 0000000003 00800 O2/07/2007  Approved  Walid 1 sausp| =Select Astian_ 7] Go

I DOODOODDOZ - DODDODOOOZ 00a00 0270172007 Open Mot 1000050 <Felect Action.. = El
Chkid

> pO0000o0001 0000000001 00800 02/01/2007  Open Mot 10.00UsD| <SElEct Action.. ¥ El
Chk'd

Create Mew Requisition Inguire Chande Request [nguire Receipts Requisition Report 37

| | _lll
4 »

T [mene

[ eg iy i) S | e R 11:42 A1

|@ Done, but with errors on page.

ﬁstartl (CREN"-] Inbox - Microsoft Gutlook | B8 Reeq From nan QFA items ”@ Manage Requisitions ...
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30. Req ID

This is the requisition number assigned by PeopleSoft. Clicking the requisition number
allows the user to see the following screen of requisition details. When done reviewing

the requisition details just click the Return to Manage Requisitions link to be taken back
to the Manage Requisition screen.

3 Manage Requisitions - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

3 (- e p < R 2
Qe - ) - %] A -h;]|f)ﬁearch ¢ Favorites @| - o - 3
Address [{] hip: ciefin. amis.in. govJpspFsup LIEMPLOYEE JERPfc Py_MATN_MENL.PY_REQ_STATLS GBLPFolderPath=PORTAL_ROOT_OBJECT EPCO_EPROCUREMENTEF |~ (B a0 |Links |4 -

ORACLE’

Home

E

Mew Window | Help | Customize Page |

Requisition Details
[Requstonname " Requistion _unt____ Date  staws ____ fotal|

michael gpa budget check cance 0000002893 00061 02222007 Approved
Justification / Comments:
test

44.00

1 Ban,Paper10 LB,2000/Bale kK. Available 1.0000 Case 44.000 USD 44.000

Eeturh to Manage Requisitions Reauisition Schedule and Distribution

|@ ’_UI_I_I_ & Internct
Qfstartl (CREN"-] [ Inib: - Micrasoft Gutlook | B8 Reeq From nan QFA items ”@ Manage Requisitions ... i IO ISR = | g 1 1zaEem

From the requisition details screen you can also view details about the line items and the
schedule and distribution for the requisition lines. To review the detailed information click the
blue link to review. The following screens show more detail as to what will be seen.
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Item Description Screen

File Edit Wiew Favorites Tools Help |$

@Back - @ - @ @ \{:j|pSearch *Favnrites @| B- & A

Address [&] http:/idevfin.amis.in.gov/psp/Fsup1 fEMPLOYEE JERF/c/PY_MAIN_MENU.PY_REQ_STATUS. GBL?FolderPath=PORTAL_ROOT_OBIECT.EPCO_EPROCLIREMENT.EP_| ™ |

Mewr window | Help | Customize Page |

Item Description

Bag.Paper,10 LB,2000/Bale Kraft, Size 6-5/16" x 4-31M16"" x 13

Requisition Price: 44.00000

Item ID: 0000000007100013884
No image for this category: Paper bags
item Vendor: ACORMNDISTRIBUTORS INC

Vendor tem ID:  GBG10
DURD BAG

Mfg km ID: GBG10

Long Description:|Bag Faper,10 LB, 2000/Bale Kraf, Size 6-5M16" « ;I
4-3/1 6" x 13-3/8"
=

Manuracturer:

Return to Previous Page

|&] Done =
wstartl [CYEF-] Inbox - Microsoft Qutlaok Req from non QPA items ||@ Manage Requisitions ... A D IOR IR B |« 21 1249 PM
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Requisition Schedule and Distribution Screen

| Manage Requisitions - Microsoft Internet Explorer

File Edit wiew Favorites Tools Help

@Back = \) @ @ :’;j pSearch *Favor\tes @ Bv (}, © |_J "3

Address @ hittp: ffgmiswebp0Spw, shared, state. in, usjpspifsaossnd/EMPLOYEEERPC/PY _MAIM_MENLLPY_REQ_STATUS,GBEL?FolderPath=PORTAL_ROOT_OBIECT.EPCO_EPRC ¥ -) Go Links @ -
7 Sand Box
EQ
Mew Window | Help | Customize Page | , &

Requisition Schedule and Distribution

Business Unit: 00061 Requisition ID: 0000006351 Total Amount: 550 000 UsD
Requester: PLOLLAR Req Name: Asset Status: FO(s) Date: (07/07/2009

Dispatched
Line: 1 fire wagon Quantity: 1.0000 VOM: EA Price: 550.00000 usD

Sched: 1 Ship To: 0B1PROC Due: 077072009 Attention: Geer,Jeania-061
Quantity: 1.0000

Price: 55000000 Amount: 550.000 gD

Distribution
Det: i More Details i More Details 2 i Aszzet Informstion Y

Dist sratus [T);:J[e Location ReqGty  Amount  Percent GL Unit

EntryEvent Fund  Account  Program Dept Bud Ref PC Bus Unit Project

#
1 Processed 061PROC 1.0000  550.000 100.0000 0o0g1 18040 555542 13100 039025 2010 000&1 061CP10003803
Return to Previous Page  Return to Manage Reguisitions
hdl
< I i
.ﬂ Local intranet

a Done
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31.

32.

33.

34.

35.

36.

37.

Requisition ID/ Name
This column lists the name of the requisition provided by the Requisitioner or the Req ID
number if the requisition was not named during creation.

BU (business unit)
This column lists the business unit number of the agency that the requisition belongs to.

Date
This is the date the requisition was created and saved.

Status
This column shows the status of the requisition. Statuses of Approved, Open, Cancelled,
Pending, PO(s) Created, Partially Received and Received will be seen. In order to finish
processing a requisition the status must be Approved.

Budget
This column shows the budget status of the requisition. Statuses of Valid, Error or Not
Chk’d will be seen. In order to finish processing a requisition the budget status must be
Valid.

Total
This column shows the total dollar amount for the requisition. This generally is an
estimate of the final purchase amount unless it is a requisition created from items found
in the search catalog.

Requisition Report

This link enables the user to create a PDF of the requisition for printing and to obtain
signatures on the requisition as required. See Printing a requisition for detailed
instructions on the creation process.
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38. Additional actions that can be completed on requisition
This drop down list allows the user to see several different options that can be done to
the requisition. These options include canceling the requisition, budget checking, editing
the requisition, reviewing the requisition cycle and viewing the approvals for the

ons - Microsoft Internet Explorer == =]
File Edit Wisw Favorites Tools Help | o
= = T - =
@ Back ~ () - | ,_E ‘:j ‘ ) search ¢ Faverites  {f£) ‘ s = - by 8
Address [&] http:/devFin. gris.in. govipspifsup L fEMPLOYEEJERP/c/PY_MAIN_MENU,PY_REQ_STATUS, GBL?FoldsrPath—PORTAL_ROOT_OBIECT.EPCO_EPROCUREMENT.EP_|~ | Go
=
Manage Requisitions =
=
To locate requisitions, editthe criteria below and click the Search buttan
Business Unit: [00061 QU Requisition Name: |
Requisition ID: | QU Request Status: Allbut Complete |~ Budget Status: | =1
Date From: [ozr0tzo07 = Date To: 0212212007 &)
Requester: | [} Entered By: @ PO ID: | [« §
search | ciear |
To view the lifespan and line items for a requisition, click the Expand triangle icon: >
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
Ren D Requisition 10/ Mame BU Date Status Budget Total
I+ pO00002833  michael gpa budget chec 00061 0202252007 Approved Mot 44 00D =Select Action ‘I
Chk'd i
> . Canc q
0000002862  michael gpa 00061 02222007 Canceled gﬁt«u 0.00USD|Gheek Budget
Edit Requisition
[ 0000002891 Michael test2 00061 0202002007 Approwved walid 1.000gD|Requisition Cycle
iew Approvals L |
I no00002880  Michael test for manual 00061 022042007 Open walid 1.0o0uspl =Select Acfion ol
I*  pooooozeEs PROC TEST 00061 0202002007 Approved walid 2.00usD| =Select Action.. 'l Gﬂl
b nOnOnnZass  Jeania Paint QPA 00061 02420/2007  Approved walid 335 28UsD| sSelect Action 'I Gﬂl
[>  pOOOD0Z827  Jeania Special request 00061 02/20/2007  Approved walid 5176.00UsD| =Select Action. =] G°|
| I 0000002886 Jeania Fac Man lce melt 00061 02162007 POCs) Walid 214 aausn| <Seieet Action. =] Ga| | _lLI
Pl [3
7] Dene, but with errars on page. = & Internet
jtfstartl [CYCE-) Inbox - Microsaft Gutlaok | B8 Rea from non QP items .. |[ 2] Manage Requisitions - G s ey - |« 21 1:34PM

Requisition Cycle

The user can access and review from the Manage Requisition screen where in the life cycle of a
requisition the current requisition is. The Requisition Cycle screen is shown below.

rosoft Internet Explorer — =] =]

File Edit Wiew Favorites Toolks  Help | I

Q= - ) - %] (2] ‘h|;)58ar(h <% Favorites @| b :;/ - B

Address [&] http: fdevfin.gmis.in.gev/psp/fsup L EMPLOYEEJERF/c/PY_MAIN_MENU.PY_REQ_STATUS, GEL7FoldsrPath=PORTAL_ROOT _OBJECT EPCO_EPROCUREMENT EP_| = | Go | Links @3 -

=
Mew Window | Help | Custornize Page |
Requi on Cycle for: M233168
Business Unit:
0O0B1 “ﬂ Requisition @
Requisition Name P it
michael gpa budget s fpprovals
check cance
Date Entered
02/22i2007
Date Last Changed: Invoice Imvertory
0222007 11:14:51AM
5 o~
Returns Purchase
Orders
>
Receiving Change
Reguest

Manage Regquisitions Manage Approvals

(=] = R
l!)‘StartI [CYEN"] Inbox - Microsoft Gutlook | & Req from non GPA items ||@ Manage Requisitions ... IR
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View Approvals

This action allows the user to review a more detailed summary of the approval status of a
requisition, including the Chartfields and Ship to information for individual lines of the requisition.

rosoft Internet Explorer — =] =]
File Edit Wiew Favortes Took  Help | &=

@k - ) - %] (2] (h|p52ar(h <% Favorites @| - ,5_’\4 - )3

Address [&] http: fidevfin.amis.in.gov/psp/fsup L EMPLOYEE [ERP/c/PY_MAIN_MENU.PY_REQ_STATUS, GEL?FolderPath=—PORTAL_ROCT _OBIECT EPCC_FPROCUREMENT EP_|

=»
Approval Status I
Req Name: 0000000003
Total: 1.88 USD
H Clingan Sharon-Ciber-GM|S Business Unit: oosoo
Entered on:  02/07/2007 Requisition ID: 0000000003
Status: Approved Priority: Medium

Requester’s Justification:
WWE MEED MORE PAPER
e Information

Masking Supplies
= 1 ';,":iﬁn'f';asgu B3 poRTERPAIN-DO1 1.0000 EA 1.890 USD

™ SelectAllf Deselect Al
L [ view Line Details

~ Review/Edit Approvers

Return to Manage Requisitions

=
&] Done B3 e meenee
Hystartl [CYEN-] Inbox - Microsoft Outlook | Req from non QFA itsms ||@ Manage Requisitions ... = [ IR

Line Detail Screen

supl,/EMPLOYEE/ER _ rosoft Internet Explorer 18] x|
L El
Requisition: 0000000003
Requester: Clingan, Sharon-Ciber- Business Requisition 3
GMIS 1D: 000000 Date: 27772007
Sched Line | Ship To Attention Due Date Oty Total
1 Transportation, Morth Wernon U Clingan,Sharon- 1 1.89
Ciber-GMIS
Line Location Req Oty Amount | Pct | GL Unit Account Bud Ref
1 H00IDOT100 1 1.88 100 | oosoo 542400 2007
|
Done [ [ [ ntemet

ﬂystartl G5B 8 5] 1rbo - Micrasaft. .. | ] Req from non GF... | 4 ] Manage Requisiti... ||@http://devﬁn.g... ﬁ SO IORSTCR ) =

« @1 1:37PM
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Budget Check

Selecting this action and clicking GO the system will run the budget check process and
automatically refresh the page after completion. Under the column titled Budget if the requisition
passes budget check it will change from Not Chk’d to Valid. If there is a problem with the
Chartfields or not enough money in the associated Chartfields combination, the column will
change to Error.

NOTE: A requisition must be in Approved Status and have a valid Budget Check before it
can be used in either the RFQ or Purchase Order processes.

Printing a Requisition

To print a requisition you must be in the Manage Requisitions screen. Click the link titled
Requisition Report. The following screen will be the first screen for the printing process. At this
screen you will be creating or searching for the Run Control for printing a requisition.

If this is the first time that you are entering the Run Control ID, then click on the Add a New Value
tab. In the Run Control ID field type in PRINTREQ as the control name. Click on the Add button
to create the Run Control.

After adding the Run Control ID name the first time, use the Find and Existing Value tab
and search for the run control name PRINTREQ to start the printing process.
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After creating or searching for an existing Run Control ID you will be taken to the following
screen. At this screen you will enter your search criteria to find the requisition of which to create
a PDF.

On this screen you will need to enter the five digit Business Unit number and the ten digit
Requisition ID in the corresponding areas.

You will also need to make sure that in the Statuses to Include that you click the select all button
or check all five statuses. In the drop down box under the statuses you must make sure the box
has “On Hold and Not On Hold” as the choice.

To continue the processing click the Run button. This will take you to a new screen.
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The following screen is used to select the Server on which the process will be run. In the Server
Name field set the field to blank. This allows the process to run on the first available server.
Once the Server Name field is set to blank clicking the OK button will run the creation process.
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After clicking the OK button you will be taken back to the Requisition Print screen. Once here
click the Process Monitor link.
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After clicking the Process Monitor link the following screen will allow the PDF creation process to
be monitored and to be able to access and print a copy of the requisition PDF. At this screen
your process will be the top line listed. You want the Run Status column to be Success and the
Distribution Status column to be Posted. If either of these is not what is required you will need to

click the Refresh button about every eight (8) seconds or so until both have become the required
status.

Once all statuses are what they need to be then click the Details link to be taken to the next
screen.
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At this screen you will need to click on the View Log/Trace link.
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After clicking the View Log/Trace link you will see the following screen and you will be looking for
a link with the ending of PDF. This link will give you a PDF of your requisition. To open and print
the PDF you will need to click the link. This might open a security alert box, click yes and the
requisition PDF should open up. At this time print a copy of the PDF and close.
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To finish your processing if your requisition is under your
streamline delegation, see the user guide titled: RFQ Process,
otherwise send completed requisition to IDOA Procurement to
complete the process.
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